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1. Requesting Agency 

wmcxmss COUHTT PEPAfmrerr OF FIHAKCB 

2. Division or Bureau of Requesting Agency 

GENERAL SCHEDULE ; 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have volue 
to warrant retention. 

B 

Q Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention offer 
the period of time indicated. 

•
Microfilm ond destroy originals. 
Originals if not microfilmed would be 

retained for the period'of time indicated. 

4. 
Item 
No. 

5. Description of Records 
rDescribe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hoi I of Records 
and Board of Public 
Works. 

PURCHASE, ORDER (FORK PB-£) ..'%/ : \ . ' 
A centralized Purchase Bureau for Montgomery County was established 
In February 29b6V- (Prior to that tise each Department Bade its own 
purchases*) This schedule is concerned with the records created up
on the purchase of an article or service* These records Include 
the purchase order, the vendor's invoice, a carbon copy of the check 
partial -delivery received report, cancellation or change order no
tice and correspondence* The Purchasing Bureau prepares the pur
chase order (8^" x 11°) in quintupllc&te upon receipt of a purchase 
requisition from the using agency. The copies of the purchase order 
are distributed as follows t 

Original (white) 
lot Copy (pink ) 
2nd Copy (yellow) 

_• 3rd Copy (green) 

, Utfa Copy "(blue ) 

To Vendor 
To Purchase Bureau 7 : 
To Cepartiaent of Finance *- Division of 
Accounts (voucher File) _ 
To Department of Finance - Division of 
Accounts (Pending File) 
To Purchase Bureau (Pending File) 

The Bureau f orwarde all copies of the order to the Department of 
Finance* Division of Accounts* This Division certifies the order as 
to availability of funds and assigns a voucher number* The 3rd copy 
(green) is retained by the Division in a pending file and serves as 
an encumbrance against the budget account number* The regaining 
copies are returned to the Purchasing Bureau*- The unite or original 
copy of the order is sent to the vendor by the Bureau* The Bureau 
retains the pink and blue copies* The yellow (2nd copy) is sent to 
the using agency where it is retained until the vendor's invoice is 
received* The yellow copy is then signed by the using agency and 
forwarded to the Purchasing Bureau with the vendor's invoice* The 

7. Agency, Division or Bureau Representative 

£ / Title 
APR 

Signature Date 

^Schedule Authorized as -Indicated in Col. 6 by Hall of 
ecords Commission. • 

Date Archivist kVy 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

APR 1 3 1954 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

Bureau notes delivery on the blue copy in their file and the County 
Manager signs the yellow copy authorising payment and forwards this 
copy and invoice to the Department of Finance, Division of Accounts*] 
The Division prepares the cheek for payment and forwards the in
voice, purchase order (yellow copy), voucher register and cheek 
register to the Director of Finance for his signature* He sends 
thea to the Division of Revenue and Disbursement where the origi- x 

nals of the cheoks are signed and a copy of the check register is 
filed* The records are then returned to the Division of Accounts 
where final entries are made in the ledger and the voucher register 
is filed*. The yellow copy of the purchase order, the invoice and a 
carbon copy of the check are filed as a completed transaction in 
the voucher file in the offlee ~bf .the Director'of Finance* Filed 
with the yellow purchase order (voucher) "are any cancellation or 
change order notices (Fora P3-7, o^" x li n) and partial delivery 
received reports (Form PB-6, o^" xll B)*" 

Purchase Bureau • 
This Bureau retains the -pink and blue copies of the purchaso order* 
The blue copy is filed numerically and then chronologically* It 
Is retained solely as a cross reference to the Purchase Thrder File 
(pink copy),: and is, therefore, non-record within the meaning of 
the statute governing non-record material (Art* Ul, Sec* 155, Anno
tated Code of 1951) • The Purchase Order File includes not only the 
pink copy of the order but also copies of the partial delivery re
ceived reports (Fora PE-6) and cancellation or change order notices 
(Fora FB-7)« It also includes any correspondence relative to the 
purchase* •Thio file of the purchase order is necessary for audit 
purposes .and also has aa operational use in the Bureau* The 
material is filed by year and alphabetically by name of vendor 
therein. <The following recommendation applies to the pink or 1st 
copy in the office of the Purchasing Bureau* 

RBCOHMENDATTOE t RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER 
is LATER, AND THE? DESTRCT. 

Department of Finance - Division of Accounts 
This Department received two copies of the Purchase Order, (2nd 
copy, yellow, and 3rd copy, green)* The green copy is retained in 
an encumbrance file until the yellow copy is received with the in
voice for payment, after which the green copy has no further use* 
This copy (green) Is, therefore, non-record within the meaning of 
of the statute governing sen-record material (Art* Ul, Sec* 155, 
Annotated Code of 1951)* The yellow copy of the purchase order is 
filed with the voucher file In the Director •s Office* Copies of 
the cancellation or change order notices and partial delivery re
ceived reports are attached to the purchase order to which they 
pertain as is also any correspondence* The voucher file contains, 
besides the purchase order, the following records i Refunds and 
Overpayments, Tax Sale Redemption and Oaaoline Withdrawal Tickets* 
These records are covered in Items |, 3, sad U of this schedule* 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate', inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

REFUNDS 
THIS 

The total file including Items 2, 3 and U. occupies 32 drovers 
(1*8 cubic feet) for the period January 1953 to date* The accumula
tion prior to January 1953 is in the old Courthouse and is inacces
sible* . The annual rate of accumulation is approximately 30 cubic 
feet. "• • • " ' / ; . " : 1 

RBCOMMQJDATIOHl HETAIN FOR 5IX TEARS AND THEN DESTROY, 

AND 0 VEflPAYMENTS 
FORM" IS PREPARED ..IN TRIPLICATE I N T H E DIVISION OF 

ReVEMOfi AMD DlSBURSCMENTS* O N E ©OPT ( Y E L L O « ) 18 RETAINED 
IN THE OSII ft! NAT INS DIVISION (SEE SCHEDULE N O * ) • A SEO-
ONO OOPY (P$N«) IS FILED IN THE 0IREOTOft*S OFFICE (SEE , 
SCHEDULE No*£-/J* THE ORISINAL, WHICH HAS SEEN ASSIGNED 
A VOUCHER NUMBERj II fI LEO IN THE VOUCHER flLC AFTER PAV-
MENT HAS BEEN U A O E . _ THE RECOMMENDATION FOR THI8 ITEM 
APPLIES ONLY T O THE ORIGINAL (WHITE) COPT FILEO WITH THE 
VOUCHERS* '••*>•-.',, ^ 

RECOy^ENDATIONi RETAIN FOR SIX YEARS AND THEN DESTROY* 

TAX ,SAtX REDEMPTION 
THIS ai" * 11" CERTIFICATE IS PREF-AREO TWICE IN ORISINAL* 
O N E COPY GOES TO rHE INOIVIOUAL UNO P0RGNA9E0 THE PROPERT ' 
AT TM£ TAX,SALE* ATTACHED TO THE CERTIFICATE OR VOUCHER 
1FT A OARBON COPY OF THE CHECK. THIS MONEY MUST DC ACCOUN' 
C D FOR AS ANY OTHER EXPENDITURE, HOWEVER, MONEY PA 10 OUT 
BY T H E COUNTY IN THESE INSTANCES IS REIMBURSED BY THE 
P R O P E R T Y HOLDER REDEEM!N8 THE PROPERTY* 

RECOMMENDATIONt RETAIN FOR SIX YEARS AND THEN DESTROY* 

GASOLINE WITHDRAWAL 
THESE nr. 

TICKETS 
X O" TICKETS ARE FILED BY MONTH IN THE «OUOHER 

FILE* Twt ORISINAL IS RETAINED BY THE USINfi AQENOY* AL-
THOUOH NO VOUOHER NUMBER IS ISSUEO TO THEM THEY MUST BE 
AOCOUNTEO vFOR, A S A N Y OTHER EXPENDITURE. THE FOLLOW I MS 
RECOMMENDATION APPLIES ONLY TO THE TtOKETS IN THE VOUCHER 
Ft L £« \<y* 

RtCOMWENDATION* RETAIN FOR SIX YEARS AND THEN DESTROY* 


